| statewide

?"\::f/"-"i';:::-:::z?:: Reports
Table of Contents
Yoo [8 T2 1o o TSR P PR OPRR PSP 2
LGV =T 11 < USRS 2
D1 e= N C o [ 2 =T oo ] (-SSP 3
The Voter Transfers Data Grid REPOIT ..ottt ettt st e et e s be e e sae e e sabeeeaneeesbeeeneeaas 3
Customizing, Formatting and Printing Reports from the Search Grid............cocooiiiiiiiiiiiii e 3
Copying search results from the Data Grid into Microsoft EXCel...........covviiiiiiiiiiiiii 9
Vol oo o T=T oo o £ 10
Understanding Filter and SOMS. .....c.ouiuiei e 10
The Voter Listing With DistriCts REPOI.......coeiiiieiiee et e et e e e s rare e e e e s rneeeeeesnes 11
gl )l o I R T=] ol ] o - PPRPPRPR 11
Creating CUSIOM FilIErS ... e e e s e e s ee e e s ee e e s eanee e e e nnnee 12
Creating CUSTOM SOMS .....ooiiiiiee e e e e et e s re e san e e sr e e e ane e e sneeennne e 14
101 (TaTo [ @] o]1To] o =TRSO 15
Print DIreCLIY 10 @ PHINTEI ...co et e e s e e e e s b e e e e s anre e e e snreeeeaa 15
EXPOIM 0 @ Fle ettt e e e n et e e s anb e e e e snr e e e e eanre e e e s anreeeeaas 15
PrevieWing REPOIMS ... ettt e a et e e s aab e e e e s anee e e e snr e e e e sanre e e e sanreeeeaas 17
PRINE INOW ettt oo e ettt et e e e e oo aee et e e e e e e e e anseeeeeaaeeeaansneeeeaaeeeaannseeeeeaeeeaaannnrees 18
1o LYo (] g Yo TN T=T oo £ RSP 19
Retrieving Reports EXported t0 @ File .....ooo i 20
[ ToTe ) 3 TaTe I Ate [ aTo Yol mT=T o o] o £ PSR 22
L LCI e G g I Al o R = o o SRR 22
O] (T (I 1T oo o (PP 27
The W1 Voter Participalion REPOIt. .. ... ... ettt et 27
Pricing 0n SVRS Data RePOrtS. . ...t et 31
Report REfEreNCe GUILE. ... ... e ettt et e e e et et eenaens 32

6/28/2010 -1- Reports



| statewide

m\:r/rcm__‘: ion Reports

Introduction

Reports can be generated at any time in SVRS. At the time a report is run, the information is retrieved directly
from SVRS.

The two main ways to generate a report from SVRS are:
1. To use the search function and resulting data grid, available in most SVRS nodes;
2. To use the Reports node to generate a report.

Key Terms

Filtering is a way of controlling the data that appears on a report. Only the records that match the filter criteria
will show up on the report or search. For example, for a report which should return only active voters, users can
create a filter to select only the records for which the voter status is active.

Sorting is a way of ordering how records are listed on a report or returned from a search.
Data Grid is a place where information appears from a data search in SVRS.

Data Grid Reports are created from data search results in many of the SVRS nodes. Data search results can be
filtered, sorted, grouped and formatted, then exported or printed.

Ad Hoc Report is the name of a standard report as defined in SVRS. Within each report category there is a list
of standard Reports available to print.

Report Category is an organizational grouping of ad hoc reports, as defined in SVRS. The categories available
are:

Absentee

Applications (Voter Registration)

Contacts

Elections

My Saved Reports (reports saved by a user)

Poll Worker

Polling Place

Saved Reports (reports saved by a user, available for all users in their jurisdiction)
System Reports (used by Administration only)

Voter

Modify Layout is a feature within the Print Reports Quick Task. It is a way to adjust the arrangement of
columns on an ad hoc report. The modified layout can be saved either in the My Saved or Saved Reports
Category for future use.

Create Reports is a quick task available from the Reports node. It allows users to create new reports that are
loosely based on existing ad hoc reports. These reports give the user more flexibility because they may change
the formatting of the original report. The modified layout can be saved either in the My Saved or Saved Reports
Category for future use.

The Scheduler is found under Print Options. When the SVRS system is busy, any report or mailing can be
redirected to the Scheduler to run when resources are available. Reports processed through the Scheduler will
always be written to the My Documents folder on the server.

6/28/2010 -2- Reports



I statewide

Reports

Data Grid Reports — Customizing, Formatting and Printing
Reports from the Search Grid

Data Grid Reports can be created from any set of data that appears in a search results grid in SVRS. The
only limiting factor is that the search results grid can hold a maximum of 1000 records. Any search that
results in more than 1000 records will not display all of the desired records. It may be possible to further
filter your report, to limit the number of records to less than 1000. This will allow you to create a report with
2,000 or 3,000 records, by cutting and pasting multiple searches from the data grid.

The Voter Transfers Data Grid Report

procedure will work from other nodes as well).

From the Main Menu, expand (+) the Voter node and click on the Voter Transfers node (the same

Enter in the desired criteria and click Search. In this case, enter your own municipality into the From

Jurisdiction box and, if desired, a range of dates in the Transfer App Date Between dropdown.

File Edit Wiew Tools ‘window Help

— ol x|

|t | |l[Bg menu shertcuss | 5 quickTasks -

[E7 | 21| =8 2 |48 v | Active Jurisdiction: |CITY OF BOSCOBEL - 222 | vH o [ _“

Menu

oter Applications
Absentes Applications
A Elections
& Electionvworkers
24 Poling Place Locations
& Contacts

=3 Payment

x

Transfer 4pp Date Between:

Frarm Jurisdiction:

To Jurisdiction:

Fecards Returned: 81

E]“Ef \‘;“';:'“ma foAESM | = and | k3 [ciTv oF BoscoBeL. =] | =
PO e Transiers Transfer Status First Name: Last Hame Woter Fieg Num
"= Vater Match [ = | |

Clear

group by that column

-E43 Addressing and Districts
5] Calendar Transfer Status Transfer Status Reaso.. - || From Juiisdi - || Approval Deadine
Reports T red CITv OF B0 \GE D
[#-=4 Labels and Maiings Bpproved Transfer Approved CITY OF BOSC.. |TOWwMN OF MARL. |11/19/2008
61-[5 Scheduler Bpproved Transfer Approved CITv OF BOSC.. |CITY OF RICHL. |12/4/2008
5[] Administration Bpproved Transfer Approved CITv OF BOSC.. |CITY OF LA CR. [12/2/2008
Approved Transfer Approved CITY OF BOSC.. [CITY OF MADIS. |10/27/2008
Approved Transfer Approved CITY OF BOSC.. |CITY OF MADIS. [10/18/2008
Ppproved Transfer Appraved CITY OF BOSC.. |TOWN OF WAT. |4/11/2007
Ppproved Transfer Appraved CITY OF BOSC.. |CITY OF PRAIAL. [10/10/2008
Fpproved Trarsfer Approved CITY OF BOSC.. |TOWN OF SCO.. |9/29/2008
Approved Trarsfer Approved CITY OF BOSC.. |TOWN OF SCO. |4/4/2008
Fpproved Trarsfer Approved CITY OF BOSC.. |CITY OF LA CA. |3/10/2008
Approved Trarsfer Approved CITY OF BOSC.. |CITY OF BLACK.. |2/19/2008
Approved Trarsfer Approved CITY OF BOSC.. |CITY OF WHITE.. |4/3/2008

3. Customize the view on the data grid to display only the columns that are to be included on the data grid

report.
=
. . aroup by that column
a. Right click on the column
. Transfer Status w [ Toanctar Ghanie Rasen = || Fram Jurisdi. = || To Jurisdicti. = || Transfer &p.. = || Approval Deadine
header row to dlsplay ppioved 2l sort piscending OF BOSC.. VILLAGE OF HI. 2 0
ppraved 2] ot pescending OF BOSC.. |TOWN OF MARL. [11/13/2008
the menu. Select Eppioved & OF BOSC.. |CITY OF RICHL. [12/4/2008
: Appraved 2, Group By This Fiekd OF BOSC.. |CITY OF LA CR.. [12/2/2008
Runtime Column Appraved [F] croun 8y 8o OF BOSC.. |CITY OF MADIS.. [10/27/2008
Customization. Thi Appioved L OF BOSC.. |CITY OF MADIS.. [10/18/2008
. X - .S e il Runtime Column Customization OF BOSC.. |[TOWN OF WAT. [4/11/2007
Appraved i BestFit OF BOSC.. |OITY OF PRAIRL. [10/10/2008
=
ppraved OF BOSC.. |TOWM OF SCO. [3/23/2008
all the data columns ppraved T Clear Fiter OF BOSC.. |TOwH OF 5C0.. |4/4/2008
: ppraved OF BOSC.. |CITY OF LA CR.. |3/10/2008
NOTcurrentIy dlSplayed- Epproved Eet(dl elimne) OF BOSC.. |CITY OF BLACK.. [2119/2008
Appraved Transfppproved CITY OF BOSC.. |CITY OF WHITE... |4/3/2008
You may drag C.O|umn Appraved Tlansf&proved CITY OF BOSC.. |CITY OF FEMMI. |12/4/2006
headers from this box to Eppioved Transfer Algoved CITY OF BOSC.. |VILLAGE OF DE.. 3/10/2008 = -
) . Bppioved Tianster Appied TITY OF BOSC.. |CITY OF PLATT.. [10/12/2008 x|
dlsplay them in the data ppraved T.ansferAppmk{ CITY OF BOSC.. |TOwH OF DAK. [11/24/2008___deee=” | Volertpplicatio.. | =
. Approved Transfer Approvel CITY OF BOSC.. |CITY Of Elbdsfem=rrTr0/ /200 Jurizdiction| D
rid, or drag column B
prioved Transter Approved \ =—TOwN OF M&RI.. [12/1/2008 AddressRangslD
; ppraved Tran CITY OF BOSC.. |TOWN OF MARL. [12/1/2008 EErEl O
headers from the grld to Approve: Transter pproved  \__|CITY OF BOSC.. |TOwWH OF wOD.. [11/30/2008 BatchiD
the Runtime Column — Wd Tiansfer dpproved  \__|CITY OF BOSC.. |CITY OF WHITE.. [10/14/2008 LinkedvoteilD
_ > i P p— T A A e e
Customization box to
81 Fiecord(s) ratumed \

hide that column.

@ Other helpful menu choices are Best Fit and Best Fit (all columk). These will widen the column(s) so you
can see all of the data.
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b. If desired, add a column to the data grid. Search the Runtime Column Customization box for the
name of the column you wish to add, then drag and drop it into the data grid. In the example below,
we are adding the AppSourceCode column to the grid. The black box indicates where the new
column will appear.

Transfer Status A v || Transfer Status Feaso.. « || From Juisdi. = || To Jurisdicti. || Transfer AK || Approval Deadline |
¥ |Approved Transfer &pproved CITY OF BOSC.. [VILLAGE OF Hl. [2/26/2008
Approved Tranzfer Approved CITY OF BOSC.. |TOWM OF MARL. 11/19/2008
Appraved Transfer Approved CITY OF BOSC.. |CITY OF RICHL. (12/4/2008
Approved Transfer &pproved CITY OF BOSC.. |CITY OF LA CR.. [12/2/2008 4/ADDSOUICECDC|E
Approved Tranzfer Approved CITY OF BOSC.. |CITY OF MaDIS.. 10/27/2008
Appraved Transfer Approved CITY OF BOSC.. |CITY OF MADIS.. [10/18/2008
Approved Transfer &pproved CITy OF BOSC.. |TOWM OF WaT. |4/11/2007
Approved Tranzfer Approved CITY OF BOSC.. |CITY OF PRAIRL. 10/10/2008
Approved Transfer Approved CITY OF BOSC.. |[TOWM OF SCO.. |9/29/2008
Approved Transfer &pproved CITy OF BOSC.. |TOWwWM OF SCO.. |4/4/2003
Appraved Tranzfer Approved CITY OF BOSC.. |CITY OF LA CR.. |3A410/2008
Approved Transfer Approved CITY OF BOSC.. |[CITY OF BLACK.. |2/19/2008
Approved Tranzfer &pproved CITY OF BOSC.. |CITY OF WHITE.. |4/3/2003
Appraved Tranzfer Approved CITY OF BOSC.. |CITY OF FEWNMIL. 12/4/2008
Approved Transfer Approved CITY OF BOSC.. [WILLAGE OF DE.. |9/10/2008
Approved Transfer Approved CITY OF BOSC.. [CITY OF PLATT.. [10/12/2008 Custaiy X
Appraved Transfer Approved CITY OF BOSC.. |TOWM OF OAK. 11/24/2008
Approved Transfer &pproved CITy OF BOSC.. |CITY OF PLATT.. [11/26/2007 C AppSourceCode >
Approved Transfer &pproved CITY OF BOSC.. |TOWM OF MaRI. 12/1/2006 \'E‘?Emmeﬂe——'—
Appraved Transfer Approved CITY OF BOSC.. |TOWN OF MARL. 12/1/2008 CancelReason..
Approved Transfer Approved CITY OF BOSC.. |TOwH OF WwoO0.. [11/30/2008 USCitizenCode
Approved Tranzfer Approved CITY OF BOSC.. |CITY OF WHITE.. 10/14/2008 WolingSteetPo..
_______ 3 T i A_—_.._a ATV AF RARE PITR AR Fall o 44 8 Anon
4 [ [ WotingCountry LI
81 Record(z] returmed

c. Toremove a field, drag and drop the column header to the Runtime Column Customization box. In
the example below, all but 5 columns have been removed.

Fle Edit Yiew Tools MWindow Help |

Jﬁ || menu sherteuts | 12 quiskTasks ~ || | (| 21 [ 4 [[88 ay | active urisdictions [CITY 0F Bnscoeel - 222 +| || @ 1 || |
x Transfer App Date Between: From Jurizdiction: To Jurizdiction:
\ =] ot | | [omy oF BoscoBeL. =] | =l
y Transfer Status First Narne: Last Mame: Yater Feg Num:
) <= WVoter Match ‘ ﬂ |

Voter Applications

¥ Elections
Election Workers

J Palling Flace Locations Records Retumed: 81 Search Clear

-1 *5‘ Addressing and Districts

j Calendar Tranzfer App Date W AppSourceCode j Mame j Date Of Birth ﬂ Woter Reg Mum j

Fiepaits ¥ [4/16/2009 EDF WRIGHT, STEVEN DWEN 1411300 O01E586273

B =] Labels and Malings 4/3/2009 EDR NICHOLSON-JONES. JACQUELINE P [1/1/1300 0016588534
-5 Scheduler 12/15/2008 EDR MARK, JEFFREY HILL 1711300 0701931930
- ([ Administration 12/4/2008 EDR BECKER, KATHERINE R 14141300 0705860750
12/4/2008 EDR LORENZ, 5TEVEN J 1411800 0018232345

12/2/2008 EDR BECWAR, ENRIQUE & 111800 0704796920

11/30/2008 EDF FRALICK, STEPHEN M 1411300 001 B5a65E4

11/25/2008 EDR GAGE. MYRA R 1711300 0045702130

11/25/2008 EDR GAGE, RANDY JOSEPH 1411900 0701023430

11/25/2008 EDR OLSON, MICHELLE LYNN 14141300 0031821036
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4. Arrange the data so it is displayed in the order you desire. This means you may need to filter and sort the data,

or rearrange the order of columns.

a) To change the order of columns,

click on a column header and drag

and drop into its new position. (In
the example below, the Name

column is being moved to the first
position.) The black box indicates
where your column will be placed.

b) If you wish to limit your results
further, but are unable to use
the search fields in the upper
part of the screen, you may be
able to filter your results in the
grid. To do this, click the

square button =l atthe right
hand side of the column
header. This will display a list
of all of the available values in
that column. In the example
below, the column
AppSourceCode has been
filtered by selecting EDR, so
only Election Day Registrations
are displayed in the grid.

T AESM

File Edit View Tools Window Help

J‘ﬁ i J|E Menu  Shortcuts | 3 Quick Tasks = _

x
ﬁ ‘welcome to AESM
B g “Wober

“Woter Applications

<] ahsentee Applications

#-M& Elections

g Election \waorkers

g Paoling Place Locations
2o Contacts

[:l--ﬁ} Addressing and Distiicts
@ Calendar

Reports
[ =1 Labels and Mailings
-3 Scheduler
[ Administration

MName

NIEET]

J =3 ‘ LJ | 21 | = _j ”ﬁ By | Active Jurisdiction: IE
Transfer &pp D ate Between: From Jurigdictio
| =] e -] [oiv oF BOS
Transfer Status: First Marme: Last Mame:
| H | |
Records Returned: 81

o group by that column
|| Mame =]

ARCHER, MARY LyNN

BECKER. KATHERINE R

 [12/2/2008

EECWwWAR. ENRIGUE &

104272008 SPCRD

EERGER.SUEE

o group by that calumn
BiAp. v App@te OFBith || Vater Rea Nurn |
» EMDERSON, . ] EDR \_ 141900 0701965720
SRCHER, M [4]] 2002 EDR 14141900 0702042010
BECKER. KaAT| C 005 EDR 14141900 0705860750
pEcwan, eny (Lustom)] e EDR 17171300 704736320
BLOVER, wiL|| [Blanks] 007 EDR 14141300 0702015410
BROWN, DIRH| Man Blark 005 EDR 14141900 0016588346
BROWwWH, STE (Nan blatiks] i iG] 1411800 e
BYERS.JUST ] EDR 14141900 0700532550
caLLeHangR| EDR 00z EDR 14141900 0704229710
CORCORANS i iG] 1411800 07011475360
reLomacker] LATE 2008 EDR 14141900 0702055650
FISCHER, JERY pd L 00e EDR 14141900 [T
FISCHER. SHY 005 EDR 14141900 0016588251
FRauck, stef| REGDR 2002 EDR 14141900 001585564
GAGE,MYRa || SPCRD 2002 EDR 14141900 0046702150
GAGE, RAND 2008 EDR 14141900 0701029430
GaLLawET, ) ,/4 ] EDR 14141900 0018588232
GRAHAM, CHEFree 003 EDR 14141900 001 E58E322
HAINES, ELIZSBETH M. 11/13/2008 EDR 14141900 0704309380
HAINES, TIMDTHY FRAME 1112/2008 iG] 1411800 07012014430
HAMEY, JEREMY 1142772006 EDR 14141900 0016585235
FER, HEAT 11/24/2008 EDR 14141500 0701925470
F<

@Note: When a filter is applied, the square button at the right of the column header turns blue.g
The filter also appears at the bottom of the data grid.

column header of the desired column and select Sort
Ascending or Sort Descending from the menu. You m
also left-click on the column header. Clicking once sorts

c) If you want to sort your results, you can right click on the <<r
ay

%1 sort Ascending

the column in ascending order, and an upwards-pointing

triangle appears on the column header. Clicking again sorts
the column in descending order, and a downwards-pointing
triangle appears on the column header.

At the right, the Transfer App Date column is sorted in
ascending and descending order. Ascending order puts
dates from oldest to most recent, and descending does the
opposite.

- :
Sort Descendin

L) 5o
Transfer. A= Trarsfer. ¥ = |
11.13/2006 4/9/2009
11/27/2006 12/15/2008
11/28/2006 12/4/2008
1241/2006 12/4/2008
124142006 12/2/2008
12/4/2008 11/30/2008
12/26/2006 11/25/2008
12/26/2006

6/28/2010
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@Note: It is possible to sort by more than one criterion. In the example below, the Home_StreetName column
has been added to the Voter data grid from the Runtime Column Customization box. Then the user clicked on
the Home_StreetName column to sort by the street name. A secondary sort was applied by holding down the
Shift key and clicking on the Address column header. Now the records are in order by street name, then street
number. The Home_StreetName field can be removed from the data grid by dragging and dropping it into the
Runtime Column Customization box, while retaining the sort.

Marne = || Home_SteetMame A« || Address A
b FARRELL. MARK JAMES ADAMS 105 ADAMS ST

FMOELE. DOUGLAS ADAMS 106 ADAMS ST

FMOELE. CvMNTHIA JAME ADAMS 106 ADAMS ST

STITZER, WEMDI AMNME ADAMS 107 ADAMS 5T

RaY, JUDY MARIE ADAMS 208 ADAMS 5T

R, wWLLARD W ASOAMS 208 ADAMS 5T

5. To format the report:

a. Select Preview from the File ’ﬁ Edit Wiew Tools ‘Window Help
menu, or click the Preview 7 Open Record(s) Chrl+0 Quick Tasks + _ J = | = | 2 | ;:::;( &) ”g o | Active Jurisdickion:
button on ' save Chrl+5 b ~—~"
th t g | J Transfer &pp Date Between: From Junzdid
€ 1op =4 Print Ctrl+p o] e | B G oF 6
menu bar- Preview .
‘ — Tranzfer Status: First Mame: Last Mame:
. Alb+ | = | |
b. Inthe Preview screen, select BT (] Vater Bpplications
Page Setup from the File -] Abszentee Applications
[]---\E Elections
menu. -
i@ ElectionWorkers
Al o I : Becords Betumed: 81
_|=| x|
5 = |
PAAL W Cr M[BH|E- & a o
Prink: AJ Mame
Export To »
Send fs 3 ARCHER, MARY LYNM
- 21
Exit BECKER. FATHERIME R
BECWwAR, EMRIDUE A&
Transfer App Date A ‘oter Reg Mum BERGER.SUEE
2/26/2008 £l 0701864720 .
11./18/2008 El 0702042010 BERMIER, NICOLE E
12/4/2008 El 0705860750 BLOYER. ‘WILLIAM CLAYTO
12/2/2008 El 0704795320 BRAMDES. JOWCE L
10/27/2008 5l 0016566068
10/18/2008 M 0701177530
41172007 G| [ 0702015410
10/10/2008 Cl | Sies |Letter | 0016588143
9/29/2008 El 0016588346
41442000 £l Source: I Autamatically Select LI 001550405
3/10/2008 El 0700632550
219/2008 gl [ Orientation targing [inches) 0704225710
4/3/2008 Left |1 Right |1 0701475350
12/4/2006 0701298120
5102008 el G L = s 0016586326
10/12/2008 B 0705341280
~———
11/24/2008 El 0702055650
1172602007 ol T | Ee [Ee | 0016508310
12/1/2006 EOR [FIECHER, JERFY GENE [1A1/1500 0016588527

c. Adjust the Paper Size, Source and Margins if necessary. Select Landscape if you need more
space to display your data.
d. Click the Printer button to select a printer or set other options particular to your printer.
Click OK to return to the Preview screen.
6/28/2010 -6 - Data Grid Reports
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@Note: Even if you change to Landscape, the data will not automatically adjust to the larger page size. You
must click on the dotted margin line at the right or the left of the page, and drag the line to adjust the margins.
Then the data will expand or contract to fill the new space.

Tranzfer App Date AppSourceCode  |Mame Date OF Birth oter Reg Mum
2/26/2008 EDR AMDERSOM, KELLI ANN 1411300 07019689720
11/19/2008 EDR ARCHER. MaRY LYNM 14141300 0702042010
12/4/2008 EDR BECKER, KFATHERIME R 14141900 0705980750
12/2/2008 EDR BECWAR. ENRIQUE & 14141300 0704736920

e.

If you want to add
a title or other
information to the
Header and
Footer, click the
Header/Footer

button o in the
top menu bar. You
may position the
mouse in the right,
center, or left of
the Header or
Footer and add
text. You may use
the buttons at the
bottom of the
Header/Footer
screen to add
page numbers,
your user name, or
the date or time
the document was
printed.

File Wiew Background

" ORI IEEERE

’ [Page # of Pages #]

Header

IE o} | @l Fant... | IMicrc-sc-ft Sanz Serif, 8.25pt

| | Sample Title |

Fioater

IE 4} | @l Fant... | IMicmsoft Sanz Serif, 8 25pt

[Uszer Mame] [Date Printed][Time Printed]

@Note: There are other options you can change using the Report Designer. Have fun experimenting!

6. Print or Export your report:

E Preview

f.  From the File menu, select Print... or use the File View Backgrou
Print... = button (this allows you to choose a el | Ble View Backaround
Printer). You may also select Print or the < ot 2 | EEY]
direct Print button = (this immediately prints St T >
to the default printer). Send As b
E:xik
6/28/2010 -7 - Data Grid Reports
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g. If you would like an electronic copy of this report, you may use the Export button == inthe top
menu bar, or go to the File menu and select Export.

@ Note that the only exports available are to PDF or graphics files — you cannot produce an Excel
spreadsheet or Word document. Basically you will end up with an electronic picture of the report that you
cannot change. If you want your data in another format, (usually an Excel spreadsheet), you should
follow the directions starting with Step 7 below to copy and paste the data.

| Pre

File “iew Background

Page Sektup...
Prink. ..
Prink

Exit |

PDF Documenk

Sample Title
Graphic Docurnent

Save in: I D My Documents j o= EF FH-
h. The Save As dialog box will

appear. In the File Name, you (213 Absentee Label

- Absentes Label
)r/r;a;y (:I?anatrgs tsh aevgoti;jtrtgimt.h:\{‘n:n ) Poll Book - Limited - 005-01 CUSTER HIGH SCHOOL
. ’ ™| Poll Book - Linited - 011-01 RUFLIS KING HIGH SCHOGL
will be sent to the My Documents = Poll Book - Liniited - 182-11 MILWALKEE SPANISH IMMERSION SCHOOL
folder in the Citrix Login page. | Poll Book - Liniited - 183-11 MILWALKEE SPANISH IMMERSION SCHOOL
E]Supplemental Report

File name: IDacumenﬂ j < Save )
LI Cancel |
4

Save as lype: IF'DF Diocurnent [ pdf)

Applications

&f el

AESM C Drive

50

My Documents WEDC ‘Windows Explorer

Hint: Click Reconnect to resume any paused published resources,

You may also type V:\ in front of your document name and export the file directly to your C: drive without
going through the Citrix screen.

_ S
File: name: G\-":HFﬁnamed D ocument j

=

@ See the section below on Exporting a Report for further directions on retrieving your document.

6/28/2010 -8- Data Grid Reports
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7. To copy search results from the data grid into a Microsoft Excel spreadsheet (i.e., instead of printing
search results directly from SVRS as shown above):

oo op

kenu

= g Waoker
BB oter Transfers
4= Voter Match

5| Woter Applications

<] Absentes Applications
#-M? Elections

----- Q Election Workers

----- g Palling Place Locations
----- £ Contacts

----- 22 Payment

[]--EE Addressing and Digtricts
----- @ Calendar

Reports

[#- =" Labelz and Mailingz
[#-[3 Schedulsr

[]---m Administration

Select Ctrl A to highlight the data information from the data grid,
Select Ctrl C to copy the information from the data grid,

Open a spreadsheet in Microsoft Excel;
Then select Ctrl V to paste the data information into the excel spreadsheet.

x

Quick Tasks

Tranzter App Date Between:

— e —

Transfer Status: First Mame:

From Junizdiction: ToJurisdiction:

[ciTy oF BoscoBeL. =] |

Lazt Mane: Woter Reg Murm:

| H |

Reconds Retumed: &1

Search |

Clear

der here to group by that calumn

@ A [ B | ¢ p | E | F [ & | H ]
Note: whenever you paste 1 |CLRKD  Hees 7 02E+H08 572372008 YUNGHANS, ELEAMORE E
information from the data grid 2 |CLRKO | # 7.02E+08) 942372008 YUNGHANS, CHARLES E
into a Microsoft Excel 3 |EDR R 16685279 4416/2000 WRIGHT, STEVEN OWEN
spreadsheet, the data columns, 4 |[EDR TR 2637330 | SRR WINGER STEVER L
column positions, and sorts will 5 |EDR | 7 DZEHIS s WINGER, CARLA A
not appear in the spreadsheet 6 |LATE AR 16588250 4/972007 WILLIAMS, ARTHUR R
as they do in the data grid in 7 _|EDR TR 16540135 | SRR WETTER, GAIL MARIE I _|
SVRS. You will have to create d |[EDR FHHHER 7 02EHDD | S WETTER, DAYID RODREY
new columns, column 9 |EDR HHE | 1BREE2DT | dR WASHBURM, BRIAN E
arrangements, and sorts in 10 |EDR b 7 01E+00 sk TRANEL, KARI LEE
Excel. 11 |[EDR TR 1822025876 | s TRAMEL, CHRISTOPHER D
12 |[EDR FHHHER 1658847 4 | R TIMMERMAN, GREGORY DAVID
13 |REGDR | ##ss 7 DZEHIE s SPEAKER HUGD A
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Ad Hoc Reports

K
b

Ad Hoc Reports are a set of standard reports available at any time in SVRS. Ad hoc reports can be
filtered, sorted, and then printed or exported to a file. The report layout can also be modified and saved
for future use.

Special reports have been created for Wisconsin to comply with G.A.B. reporting needs and to help clerks
more easily use SVRS. These reports all have the prefix of “WI” to help identify them. Please refer to
The Reports Reference Guide at the end of this chapter for a list of commonly used Ad Hoc Reports.

Understanding Filters and Sorts

1. A Filter controls what data appears, or doesn’t appear, in the report.

2. A Sort controls the order that the data appears in.

3. To build a filter in SVRS you need four components:

oo

The And/Or logic criteria
The filter Field Name
The filter Condition

The filter Value

When building a filter always start the filter with the And logic criterion. Note, when you use the And,
every single criterion within the filter must be met to for the data to appear on the report. When you use
the Or logic criterion only one of the filter criteria must be met.

For example, the filter below will pull only active voters who also have a 1/1/1900 date of birth.

AND/OR FIELD NAME CONDITION VALUE
And Voter Status Equals ACTIV*
And DOB Equals 1/1/1900

While the following filter will pull all voters who are Inactive or Cancelled.

AND/OR FIELD NAME CONDITION VALUE
And Voter Status Equals INACT*
Or Voter Status Equals CANC*

@ Note: When combining multiple filters as seen in the examples above, you can also use the And( and Or(,
which will treat the filter criteria inside the parentheses as one line. For example, And( Ward Equals WD1; Or
Ward Equals WD2) will give return a list of voters who live in Ward 1 or Ward 2.

4. To build a sort in SVRS, choose the field name and then chose the order you want the data to sort. For

example, the sort below will arrange the data by last name in ascending (alphabetical) order.

FIELD NAME ORDER
LastName ASC
6/28/2010 -10 - Ad Hoc Reports
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The Voter Listing With Districts Report

Printing Ad Hoc Reports

. Menu »
1. Click on the Reports node from the menu tree. R Weloome 1o AEGH
E|£ Woter
. . . -5 Woter Transfers
2. Then click on the Print Reports Quick Task. = Woter Match

[#-{=5] Voter Applications
-] Absentee Applications

3. Choose the report Category. In this example, =\ Elections
we have left the default Category, Voter, | . & Election workers
selected. -3 Pelling Place Locations
----- &7 Cantacts
----- 23 Payment
The Ad Hoc Report Categories available are: iy Addiessing and Districts
e Absentee BN Misilings
e Applications (Voter Apps) g:% S
e Contacts

e Flections
e My Saved Reports
. Poll Worker (=i  Print Reports )

e Polling Place Create Report
e Saved Reports
e System Reports

SelectReport

Step 1 af 2

Categary. |vater

Reports

Yater Demoaraphics by Distri. j
oy
“oter Listing
“oter Listing with Districts

“Yrkers with nn Dhisgtict Coembi

Woter Listing with Districts

Delets | Madify Layout |

Mext

o Voter

4. Select a Report from the list. To see the full title of the report, expand the
menu pane or click on the name in the list box. The full title appears below the
box. In this example, we have selected Voter Listing With Districts.

5. Click Next. At this point, Report Options, More Report Options and Print
Options are available. The options available in these areas are explained over
the next several pages.

6. Report Options include Filters and Sorts. For more information, see the
sections on Custom Filters and Custom Sorts below.

7. More Report Options include the Printer Setup button which allows you to
choose a specific printer or enter a name for a file to export it to Excel or PDF.
More Report Options also include a checkbox for displaying protected
information. Please note that unchecking this checkbox will not automatically
remove confidential information like the voter’s date of birth or driver’s license
number. If information like this is included in your report, you cannot share it
with the public. You will have to delete that column from your file, or manually
redact it from your paper copy.

8. Print Options include Preview, Print Now or Schedule.

More information on the Printer Setup and Print Options can be found in the
Print Options section below.

Selected Report
Votar { isfing madly Disfrots

Public Report

Report Options
Filker

[Gelect Fiter] =] Custom |
Sort By

[Select Sort) j Cuztam

More Report Options

¥ Show Pratected Information

Frinter Setup

Print Options
@ Freview
O Prirt Mow
O Schedule

[Select Sch.. j Cusztom

Back | Presiew |

6/28/2010 171-
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Creating Custom Filters for Ad Hoc Reports

A Custom Filter allows you to select the particular records you want to include on or exclude from your report.
Most reports will require a filter to make the report useful.

1.

To create a custom filter open the custom FilterForm by clicking the
Custom button next to the filter drop-down box. Note: if you have

Report Options

previously created a filter and saved it, it can be selected from the drop- Fiter

down menu.

2. For each line of a filter, enter a value in all four columns.

[(5elect Filer

l( Custam I
N———

a. Alllines start with And/Or, with the first line always starting with “And”. You may also use the And( or
Or( functions if you use the same Field Name multiple times, for example if you want voters from Ward 1
or Ward 2 or Ward 3. For an example of how to use the And( see the Voter Listing Report in the Voter

chapter.

b. The second column is
the Field Name.
These are the names
within the system for a
data field. The Field
Name must come from
the dropdown list; it
can not be free typed.
Field Names can vary
from report to report,
so often you will have
to scan through the list
to determine which
Field Name you want
to use.

— |I:I| Xl
J _‘5_'1 Use Filter ?Eﬁ Save _J Save fs x Delete _1 cClear M Close _|
Filter Marme: | j
RPTiew AES oterListDistrict |
And/Or Field Namy Condition Walue

I = LI X
% DistrictCade9 ﬂ

DistrictCombo Code

DiztrictCombo Mame P

DistrictlD

DistrictT ypelD1

DistrictTypelD10

DistrictTypelD 11 |

@Note: Many field names are similar. In the example above, DistrictCombo Code is the nine digit number

(e.g. 13008-001-1) that represents the district combo. A field called District Combo Name or District
Combo Description would be something like Town of Blooming Grove — Ward 1 — Split 1. Any field that
ends with ID, like DistrictlD, would be an SVRS generated number and is unlikely to be of use in any report.

¢. The third column is the
Condition. You will
use Equals for items
like the Voter Status
or District Combo
Code. You will use
IsGreaterThan or
IsLessThan for date
fields, like Date
Registered or
Application Date.

FilterForm - | Dlll
I m
J _=] Use Filter ﬁ Save _,] Save A5 x Delete j Clear B Close '|
Filter Hame: | j
RPTYiew AESM_WoterListDistrict | /\
And/0r Field Mame U |Condtin ) Yalue
ind Voter Status N BCTIV
And DistrictCombo Code Equals 32248"
And [ate Regigtered |sGreaterThan 141/2010
‘ M | ) ¢

@ The filter displayed above will produce a list of active voters in the City of La Crosse who registered after

1/1/2010. You may filter by other fields if desired. The Voter Listing section in the Voter chapter has more
information on filtering and sorting — because the two reports share many of the same fields, the same

filters may work in both.

6/28/2010
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d. The fourth column is the Value. Enter the specific data value that you are filtering on. Note how asterisks
* are used as wildcard characters. In the example below, if the DistrictCombo Code Equals 32246*, the
asterisk means “and anything that comes after it.” So this filter will select all voters with a DistrictCombo
Code that starts with 32246, or all voters in the City of La Crosse. The asterisk is also included after
codes like ACTIV* in the Voter Status line. Some reports use “ACTIV” and other reports use “ACTIVE”
as the value for Voter Status (or Status Code). Placing the asterisk after the ACTIV* will work in reports

that require “ACTIV” and in reports that require “ACTIVE”.

FilterForm

J _&'_1 LIse Filker Save |=] Save As x Delete ] Clear B Close _‘

-

Filter Mame: | ﬂ
RPTWiew AESH_VoterListDistrict | /_\
And/Or Field Mame Condition U [vee )
And DistrictComba Code Equals \3’22!?/
And "oter Status Equals ACTI
And Date Of Birth Equals 14141900

- X

When you are trying to figure out the correct filter value to use: 1) Click in the Value field and see if you can
select the desired criteria from the drop-down list. 2) If no drop-down list is provided, try to enter part of the
code or description with asterisks before or after. 3) If you need to filter by a District, you may try the District
Type, District Code, or District Description available in the Districts node. You can also use the Runtime
Column Customization box to add the DistrictlD column to the District Details grid, and try to filter by the
DistrictlD number. 4) If you still are not seeing the records you expect to see, call or email the GAB Help
Desk for assistance.

| ;
- BB Districts o : aup by that column
District Type || District Code = || Description A || DistrictlD || Momal Poli.. +|| Owne
‘wlard D1 City of La Crosse - 'ward 1 2427 [1- ROOSEVELT.. |CITY
s ‘ward D10 City of La Crosse - ward 10 2428 10 - HOGAN AD.. |CITY

Pl R R S

----- EH| Court of &ppeals District . !ty of Larosse  wendjl 2 240 1} ContactiD

_____ @ Wiuli- urisdlictional Judgs ard W13 E?ty of La Crosse -'ward 13 2431 1 N

_____ @ County wiard w14 City of La Crosse -'ward 14 2432 1 e

_____ EH] County Supervisory Distr ‘ard D15 City of La Crosse - ward 15 2433 1 B s

_____ 8] Municpaity Ward WD18 City of La Crasse - ward 16 2434 |1 EISTERRREIET)

..... 8] Aldemanic Distic wiard W17 City of La Crosse -ward 17 2435 [1| DeletedFlag

..... EA| Common 5 chool District — ‘whard wD18 City of La Crosse - 'ward 18 2436 |2

..... EB| Union High School Distri el ard /019 City of La Crosse - ward 19 2437 1

----- EH| Unified School District ' ard W2 City of La Crosse - 'ward 2 2438 |2 HARAY T 0L TCITY |

. ] i
3. After entering a row of F‘“‘"F""“ - =1o]x|
Criteria for the fl|tel’, C||Ck on J 2 UseFilter (=] Save ) Savess x Delete ear flose '|
the next blank line. Multiple N— WctiveVoterstefaultDDB -]
lines can be entered' Use RPT"iew_AESH_oterListDistrict |
the. blljle arroyv button to add LUEEN Create Mew Filter ll Walue
a line in the filter above the nd o -- WS
selected line and the red X ang | Flease enter a unique Fiter Name (¢ oK | D |acTiv
to delete the selected line. tnd 111300
Cancel
To add a line below the < 4'_@ X
current line, click on the next ~—
“ne. IActive\-"oters w Diefault DOB|
4. To save the custom filter, enter a Filter Name, then click on Save. When the confirmation J e =T
box opens, click OK. Then click Use Filter. If you do not wish to save, you may just click =
Use Filter.
6/28/2010 -13 - Ad Hoc Reports
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5. Saved Custom Filters can be reused. Just select the saved filter from the Filter drop-down box when running
this report again.

@ If you no longer wish to use a saved filter, you may select the filter from the Filter drop-down box, click the
Custom button to open the filter, and click the Delete button to delete it. You may only delete a filter if you
were the user who created it. Changing saved filters is not recommended. Instead, you should delete the
filter and create a new one.

Creating Custom Sorts for Ad Hoc Reports

To put the records in the order you desire, you will create a Custom Sort.

1. Open the custom sort form by clicking the Custom button Sort B
next to a Sort By drop-down box. If you have previously ort by

created and saved a sort for this report, you can select it Celect Sart » | Custom
from the drop-down list. | [ ) J Q

to Se,lec.t a Field Name J _‘B_'] Use Sort | Save Delete [l Close v‘
and indicate ascending

(ASC) or descending ot Name| B
(DESC) Order for each
field. Multiple lines of sort Al e || Order =l
can be entered. Use the durisdictioniD ASC

DigtrictCombo Code ASC

blue arrow to add a line in
Last Mame ASC
the sort above the current

i dth d X to delet Firzt Hame A5C
ine and the re o delete |[; =
the selected line. m E

@The Sort displayed could be used for a Voter Listing with Districts report run for La Crosse County. It would sort all of La
Crosse County by municipality, then by ward, then by the voter’s last name and first name.

3. To Save the sort, enter a name for the sort, and click Save. Click .. ﬁl

Yes at the confirmation box. Then click Use Sort. You can also click B0 50 T B S i et
Use Sort without saving.

@ If you no longer wish to use a saved sort, you may select the sort from the Sort drop-down box, and click the
Custom button to open the sort. You may need to click in the Sort Name field, then in the field underneath the
FieldName or Order column to make the Delete button active. Then you may click Delete to delete the sort.
You may delete a sort whether or not you were the user who created it. Changing saved sorts is not
recommended. Instead, you should delete the sort and create a new one.

Report Options
If you select a saved filter or sort, the name of the sort will be visible in the IF'"B'—_ o
drop-down box. If you create a custom filter or sort and select Use Sort without haive otes wb.. ] FEESERY
saving, (Custom Filter) or (Custom Sort) will appear in the drop-down box. SR
|[Eu$tom Sart) ﬂ

6/28/2010 -14 - Ad Hoc Reports
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Print Options for Ad Hoc Reports

The Report Options let you decide how you will print or view your report. You can use the Printer Setup
button to control which printer you print your report to, or you can export it to a file instead. You may
Preview your report, Print Now, or Schedule it to print later.

Printer Setup

Before printing or exporting a report, click on Printer Setup.

@The settings that are saved for a report will remain until Printer Setup is changed and saved again. Itis a
good practice to check the Setup each time you run a report.

— Printer

Print Directly to a Printer

" Default Printer

1. Click on Printer Setup to open the
Print dialog box.

" Export To File

2. If Default Printer is selected, the
report will automatically print to
the default printer.

Statusz:
Type:
Wwihere:
Carnrnett:

* Specific Printer |GAE0200F on PPWMADOPO7ST [from 'wWi_BXEjk = | [ Pra

. —Other Dpti
3. If Specific Printer is selected, you SR

may select your printer from the

[ ] Track Report History - Report 'as Run For:

@

drop-down list.

4. Click on Save Settings.

Save Settings |

Cancel |

Export to a File

This option will create a file that can be saved and printed later, or emailed.

1. Open Printer Setup.
2. Select Export to File.

3. Enter a name for the file. In the example at the right,
a date has been added to the file name. You may
not use slashes /\ in a file name, but dashes are
allowed.

@ln the example to the right, the file will be exported to
the My Documents folder on you Citrix Metaframe

page.

—Printer
' Default Printer
o Specific Printer

' Expart Ta File

Export File Mame;

YWoters With Districts 7-1-2010
Render Format:
EXCEL -

Brovse

—Other Options
[ Track Report Historl

FOF
HTML

TIFF
Csv

[

|

Save Settings

Cancel |

6/28/2010 -15-
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@In the example below, the file name is preceded by “V:\”. In most cases, this will export the file directly to
your C: drive, meaning you will not have to log into the Citrix Metaframe page and move the file from the
My Documents to the Client C: Drive folder. In some networks, your hard drive is not called the C: drive, it
is called the H: drive or another letter. In that case, you can try using “H:\” instead, or another letter as

appropriate.

Browze

Sending files directly to your C: drive may not work if you do not have rights to save files to your C:
drive, the specific file you want to generate is too large, or the system is too busy. If the file is too
large or the system is too busy, you will receive a message that the file will be immediately
scheduled. If you see this message, the export has failed, and you should remove the V:\, and

export the poll list to the My Documents folder instead.

@If you want to save your file to a special
sub-folder in the My Documents folder,
you can click the Browse button to the
right of the file name. First, you must

* Export Ta File

Export File Marme:

/\

|i'\latels With Diztiicts 7-1-2010%L5
Render Farmat:
EXCEL -

o

create the new folder:

In this example, the new folder will be named
Reports.

a)
b)
c)

Click on the New Folder button.
Rename the New Folder to Reports.

Click the Open button to open the new
folder.

d) Enter the name for the file.

Click Save.

In the future, the new folder will be visible under the
My Documents folder. You may use the Browse
button to find the folder and save your documents
there.

Filename

21x

Save in: I D ty Documents

=]« & -

1My Pictures

EM‘; Videos

T Absentee Ballok Log Madisan 4-7-09
EGREENFIELD LOOk FOR HURLEY
EMadison Absentes Log by ward

EwarD
IE_]Milwaukee 4-09 Permns Ballat Log e

Iz‘ﬂI‘~'1iIL-\\laukz=,e Ahs Apps Faor Feh

) sample Yoters no DC

E] Statewide Mew and Pending Apps
E] Stakewide woke counts

5 1-3 APRIL 2009

File name: I

Save as type: I.-’-‘-.II Files

Filename

Save in: I  Reports

~lem®

cF E-

File name:  [vioter Listing w Disticts 7-1-2010)

Save as type: IAII Files

6/28/2010
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4. Choose a Render Format.

a. You will use PDF for documents that

contain barcodes, like poll lists and Pt x|

absentee ballot labels.

r— Printer

. . . " Default Print
b. You will use Excel for most lists. This srauitnner

will allow you to rearrange your data after £ Specific Printer .
the report is exported. % ExportTaFile  ExportFile Hame:

|\-"ote Digtricts 7-1-2010 Browse

Render Format:

c. The CSV option has three benefits. First,
you can export larger files that will not fit
into the Excel format (Excel 2003 is
limited to 64,000 lines). Second, the —Other Dptions ————
CSV format removes the formatting, so Cinate
each record takes up only one line. This

is useful if you want to fit more records :
on each page. Third, CSV is a smaller SaveSetings | Cancel |

|

file and will export more quickly. CSV *J Y

files can be open in Notepad, Excel, or
Access.

@Based on the settings above, when you click the Print button, the file will export to the My Documents folder
on your Citrix Metaframe screen. This is the My Documents folder on the server in Madison, not a My
Documents folder on the computer in your office. To transfer the file to your own computer and use it, you
must follow the directions below on how to retrieve the exported file.

5. When you have finished setting up your file for export, click Save Settings. Save Seftings
Preview More Report Options
[ PinterSetp |
1. With the Print Option Preview selected, click on the Preview button. There are Primop;m: -
several things to remember about the Preview screen ® Presien
€ Print Mews

a. The Preview may not have exactly the same formatting as a printed or © seredtic

. . [Select Sch. v |
exported report. If data or titles seem to be in the wrong place, go ahead and _ )
print or export, and the printed document or file should be properly formatted. Back (| Peew |
b. A Preview is limited to 50 voter records, so you will not be able to preview your entire report. Other
reports, for example the Address Range by Address Range Type report, will be limited to even fewer

records, because multiple voters live on every street. Once you print or export your file, all records will
appear.

c. Thereis a Printer button and Export button available from the top menu bar of the Preview. You
should not use these options. Instead, you should us the Printer Setup dialog box to create your print
or export settings.

d. You should usually preview your file to make sure records appear, and that they are in the correct
order. If no records appear, something may be wrong with your filter or sort. Check them and make
sure records appear in the Preview screen before you print or export your file.

6/28/2010 -17 - Ad Hoc Reports
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A sample of the Preview screen is shown below. Notice that the filter you created is displayed between the title
and the report data, so you can tell which records should appear in the report.

Warning! Previews are limited to a maximum number of 50 records. However. due to groupings on selected records. reports may show less than the maximum number of records fg
4 4 |1 of1 kPl |100°.-"o ;I I Find | Mext |Se|ectaformat _'I Export Ea) =1
LA CROSSE COUNTY 0000 VOT-015-
6252010 8:56:14 AM
Voter Listing with
Districts
¢ I=1 AND) ( RPIView_AFSM_FoserListDismicr. Voter Stams] LIKE "ACTROE ) AND ( RPIVew_AFSM_FoterListDiswicr [DiswicrCombo Codef LIKE '3224004 )
AND { RPTViaw_ABSM_VoterListDivtrit. (Date OF Birth] = I/ 1/190% ) )
Voier Reg  Voier Name Voier Address WARD CONG SEN ASSM  COA MIJ CO COSUP MUMI ALD CSCH HSCH
0030072108 MYERS, ELAINE M 2115 CHARLES ST LA CROSSE, WI 54603 WDl G035 8532 4595 Cad 2032 F1u MN245 ALl
0030094623 WUEST, ELAINE D 2127 WOOD 5T L CROSSE, WI 54603 WDl CGO3 5§32 AS9S  Cad O3z SU1 MNzds ALl
0030094622 WUEST, THOMAS P 2127 WOOD 5T L CROSSE, WI 54603 WDl G035 8532 4595 Cad 2032 F1u MN245 ALl
0030042178 ANGELL, MARYT ANN 1703 LIEERTY 5T L4 CROSSE, W1 54603 WD2  CGO3  §532 4595 Cdd CO3z §U2  MNzds  ALZ
0030047130 BLASCHEE, JERCME 4 400 GILLETTE ST LA CROSIE, WI 54603  WD2 Llc 1k} 3332 4385 Cad 2032 sz MN248  ALZ
2. You must close the Preview using the X in the upper right hand corner before you _ xl

can print the file.

Print Options

. OF Printing Notificatio X|
Print Now @ Fini How ]
Q Schedule \_l_ 1) Report Print or Export is Complete!
1. Verify that your print or export [Select Sch. = | Custom

settings are correct.

Back | Frirt |

2. Select Print Now.

3. Click on Print. Unless the system is too busy or your report is large, the report should go directly to
the selected printer or the exported file.

4. A dialog box will appear telling you the Report Print or Export is Complete! Click OK.

@Note: If you see the error message below, the system is busy or the file is too large to print or export
immediately. If you tried exporting your file directly to your computer’s C: drive using V:\, you should click No. Go
back to your Printer Setup, remove the V:\ and export the file to the My Documents folder on the Citrix
Metaframe screen. If you exported the file without the V:\, or you set it up to print directly, you can just click Yes.
The report will appear in the My Documents folder after a few minutes. Please note that if a report has over
65,000 lines (the limit in Excel 2003) and you try to export it in Excel format, it will never appear. Export it in CSV
format instead, or divide it into a few smaller reports.

Printing Motification il

-
\__1) The repott size is boo large to inkerackively print at this time, ‘Would you like to run this report as an immediately scheduled report?

Yes Mo |
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Scheduling Ad hoc Reports

You may choose to schedule your report to run later, at a specific time. Because SVRS runs more slowly during
peak business hours, you may want to have your report print later instead.

Print Options

1. The scheduler will use the Printer Setup options, to print directly or export. O Preview
Check the Printer Setup before proceeding O Fii

ok

2. To send areport to the scheduler directly, in the Print Options panel, select :
Schedule. ' y P P [Select Sch. - Custam J ~>
.

Back |

3. Click on Custom button to open the Schedule Details form.

5 Schedule Details -0 x|

J _.:J Save and Close X v|

_ Mo —
a. The Name of the report will populate, ane Vot Lisng with Distictd

but you can edit the name if you

[ Stop running if one task fails

wish. —Oeccurs Weekly
& Dy
b. Set the time under Daily Frequency. o
Please note: The scheduler works
better if you do not set the time to Ol

run on the hour. Try 5:01 or 8:10 r—Daily Frequency
instead. The Scheduler will run your Decurs ot O70IDIPM 2
report just once, at the specified
time. — Duration

Start Date: B/27/2000 j & End Date: 6/28/2011 j

O No end date

4. Click on Save and Close.

5. Click Schedule to complete.
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Retrieving Reports Exported to a File

@If you have used V:\ in front of the file name and
successfully exported your report, skip to Step

10. Otherwise, follow the steps below. User name:
1. Loginto SVRS. Even if you have been Pessword
actively working in SVRS, you may still — Domain: S v 8

have gotten logged out of the Citrix Log On
Metaframe page.

2. The Citrix Web Interface screen displays.
This screen contains several icons including

the AESM icon, Client C Drive, and My - = "
Documents. 79 e e %

3. Click the My Documents icon to open the
folder.

vt i Aecoaneol DB 1e sume By [huiad puldihed perauoer

. My Documents

Edit  Wiew Tools Help

CERAS R i

Address I_} Z:\My Documents

O T B 9

ok ok

W

5 (¥

Folders

4. You will see Z:\My Documents. Highlight the exported
report by single clicking on the file(s).

Reports Sample Voters K
no D

i Woker Listing
with Diskrict...

Documents

CiTRIX —
5. Click on Edit and select the Copy to Wi @ harwa's
Folder or Move to Folder command.

Logged on as: harvea

Cuk
Copy

e Select Copy to Folder to copy the file to
your workstation or a network directory.
The original file remains on My
Documents.

ekt

e Select Move to Folder to move the file.
This removes it from My Documents.

@ You can move or copy multiple files at the same time. Highlight specific multiple files by holding the Control
key while clicking on the files to be moved or copied. You can also move sequential files by clicking on the first
file, holding the Shift key, and clicking the last file to be moved or copied.
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6. A dialogue box will open. Expand, or hit the plus sign (+) by the C$ on Client (V:). This will display
the folders on your computer.

7. Choose the
location within the
C drive to move or
copy the files. You
may choose to
leave the C$ on
Client (V)
selected and
moves the file to
your C: drive, or
select a subfolder.
Hit the plus sign
(+) by a folder to
see available
subfolders.

8. Click the Move or
Copy button.

9. The file is moved

or copied to the
local hard drive.

10.

“ My Documents

Edit  Yiew Tools Help

J Back - J - ? ‘ i Faolders

5 ¥ X Q|-

Address IE] Z:\My Docurnents

&2 M P -
~0 G ) Py
harvea's Iy Pictures Reports Absentee

Wideos Ballok L...
B B T E
E = pe
Statewide  Yoker Liskingw  Wober Listing  WARDS 1-3
woke counts  Diskricks 7-1.., with District,.,  APRIL 2009

4
|

T T | - | —-

Copy ltems

Select the place where you want to copy "oter Lisking w Districts
7-1-2010". Then click the Copy button,

@ Deskkop
[C5) Mew Folder
S My Documents
S :J My Computer
SR C 4 on 'Client' (W)
|5 Documents and Settings
[C5) Drivers
5 i35
[C5) Program Files
[ Temp
[C5) WWINMT
3 harvea on 'sebwbdbal 7pimfhomes’ (2:)

To wiew any subfolders, click a plus si

Make New Folder |

2/x|

You may print the file, open and edit it, emalil it, etc.

From your hard drive, use your file menus, or Windows Explorer, to access your report.

@ You may have difficulty transferring files from the My Documents folder if your office uses network
directories only (so you do not have permission to access your local C: drive). Contact the GAB Help
Desk to determine if the problem can be addressed through SVRS, or if your local IT staff has to help

you.
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Modifying Reports

You may modify most reports in SVRS in order to change what information the report displays. You can
access the Modify Report functionality through the Print Reports quick task.

Modifying The Voter Listing Report

@Following the examples below will produce a Voter Listing report with two added fields, IDRequired, and Voter
Status. That way you can check on your voters who will have to provide Proof of Residence at the polls, and
fix errors, or send them a notice with their absentee ballot.

Modifying Layout

I eru

- Woter

ey Wwelcome to AESM

[+-{z5] Voter Applications
--4_] Abgentes Applications

1. To modify a report’s layout, first select Reports 0 ! Elections
node, then the Print Reports Quick Task. - EI EEE:';“;}:C°:*LBD';HW
----- 43 Contacts
2. Select the Category and the Report. In this T e Diticts
example, the Category is Voter, and the report || - | Calendar
selected is Voter Listing. R Fecorts

@In some reports, the Modify Layout option is not
available and will be grayed out.

3. Click the Modify Layout button.

4. The Create New Report form appears, with the
selected report’s layout displayed.

=)
==}

[]---m Scheduler
[#-[F] Administration

- =4 Labels and Mailings

5. At this point, fields can be added to the report, or deleted from the report.

SelectReport
Step1of2

Category: |4,

Repaorts

Water Listing

Woter Ligting with Districts

Yoters with no District Combi.. |
W HAYA Check Repart

Wl Wnter M atch Renort ﬂ

“Water Listing

Delete todify Lapout | >

ext

a. Right-click at the top of the column above the data field. A menu will appear with the options to Insert
Column to Left, Insert Column to Right or Delete Column. Alternatively, when a column is selected,
the options appear as icons above the report. In this example, we will be deleting the Voter Reg column,
because we do not want the Voter Reg Num to appear in the final report. Right-click on light gray space
above the column header and select Delete Column.

Modify Report - Custom - Yoter Listing
Available Fields - | o 0?3 | |Arial = |1D = |
Address_Format_Code u | -
ddess_Li | ml
A ress_Lfne_la ™ %0 nsert Colunn to the Left ort JAESM/Reports/Headers/_headerPortr:
5 address_Line_1b — he Right
™ |Voter Reg nsert 0 © RIg Voter Address
Address_Line_2 —1 = : :
= |- Fielas! Vot 11 th  Delete Colurn er+", = Urase([If{Fislds! dddress_Line_la Valus <=
Address_Line_3 j \I —
Address_Line_4 i
Admin_Change_Flag
ALDERMANIC_DISTRICT _DESCR.
Application_Date
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Microsoft Internet Explorer ﬂ

@Note: sometimes a message will appear saying that the field
cannot be deleted, because it is merged with another field. The
values in the column can be deleted.(See c. below)

! 'r Cannot delete beginning part of a merged cell
-

b. To add a column, first decide where you would like the new column to appear. Right click at the top of the
column to the left or right of where the new column will be placed on the report. Select Insert Column to
Left or Insert Column to the Right. In this example, add a column to the right of the last column. Right-
click on the second Voter Address column header and choose Insert Column to the Right. Repeat this
until 2 new columns have been added at the end of the report.

Create Mew Report |

Modify Report - Custom - Yoter Listing

Available Fields = T I I  pe = =

address_Format_Code

Address_Line_1a

A _— sfHeaders/_headerPortrait
= ress_Line_

Address_Line_2 : :
= Fields!&ddress_Line_3.Walue TolTpper
address_Line_3

Address_Line_4

Admin_Change_Flag
ALDERMAMIC _DISTRICT _DESCR
Application_Date

c. To delete afield, but keep the column to use for another data
field, click in the cell that contains the title, highlight the title and
hit the Delete key. Do the same for the field description in the cell
below. In the example to the right, the title has been selected and
can now be deleted. This will leave an empty cell which can be
used for a new data field. We will skip this option in the current
example.

=FieldslLast Narne Value Tolpper+",

SLIELE
E

d. Move a new data Create New Report |

field into the report. | e

Click on the column
name in the Modify Report- Custom - Yoter Listing

Available Fields

FIRST_CLASS_SCHOOL_DISTRIC a |

panel on the left. K3 | | | Tirme:s New Roman =i =] |
Drag and drop the First_MName :

field into the second Gender_Code

cell, or the cell below Gov_ID_Num siHeaders/_headerPartrait

the title, in an emply
column. In this
example, we will

drag and drop the (

House _Mumber

= Fields! &ddress Line_3 Value Tolpper & IDRequired

House_Muriber _Suffis

IDRequired

IDRequired field.
That data will be
inserted into the

T
LAKE_MANAGEMENT DISTRICT

report at this location.
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Drag and drop the column Status Code into the middle row of the last column.

Create Mew Report

Modify Report - Custom - Yoter Listing

D

e —

= STATEWIDE_DESCRIPTION
Status_Code
Skatus_Reason_Code
Skreet_Mame
Skreet_PostDirectional_Code

=

=2 |

o
ql Times Mew Roman

=i

~| B 1 u=

\

A

rs/_headerPartrait

ID Required

ol pper =Fields IDReguired. Walue

Skreet_PreDirectional_Code

Street_Type_Code
TECHMICAL_COLLEGE_DISTRICT

e. Edit the Title. This appears above the data field. The text will be bold. In this example, we will add a title
for ID Required and a title for Voter Status in our two new fields.

To format the font in a title or data field line, click in the section and select the font name, font size, B for Bold, | for Italics,
and U for Underline. You may also use the Justification Icons to make the selected test left-justified, right-justified, or

centered.

f. Before you continue, you must ensure that all columns fit entirely within the black-dotted vertical
line at the right of the page. This is the page margin, and if columns extend beyond it, your report will not
be formatted correctly. To fix this, hover your mouse above the line that divides two columns, or at the
right edge of the final column. When the mouse becomes a double arrow icon, click down and drag to the
left to make the column shorter. Repeat for each column until all columns fit within the margin line.

Create Mew Report

Modify Report - Custom - Voter Listing

& STATEWIDE_DESCRIFTION

[

o

| IAriaI

=10

= |

Skatus_Code
Status_Reason_Code

Skreet_Mame
Skreet_PostDirectional_Code
Skreet_PreDirectional_Code
Street_Type_Code

ESM/Reports/Headers/_headerPortrait

ID Reguired

ss_Line_3 Value.” =Fislds!TD Required Value

Voter Status

=Fields!Status_Code. Value

| B2 TFCHMICAl COIIFGEE DISTRICT

(

6. When you have finished deleting data, adding data, and adjusting the column

sizes, click Next>> to continue.

Mext »»

—~
[ |
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7. Name the report. When the report is saved, this name will appear under the Saved Reports or My Saved
Reports category.

@ Keep the report name under 60 characters and do not use symbols like & or #. To make the name unique
throughout the state you may need to add your Hindi number or initials to the report name. If you get an error
when saving the report, you should check the report name first to make sure you followed all of these rules.

Create Mew Report

Report Options - Custom - Yoter Listing

Report Infarmation

Feport Mame: | vater Listing with 1D Heq and Statusl

Filter/Sort

Default Report Filker: | [Select Filker] ﬂ Custom
Defaul Sort By: | Select Sor] ~|  Custom

8. You will not use the Default Report Filter or Default Sort By fields. Instead, you will save the report and
add the desired filters and sorts before you print it.

9. Click Next>> to continue.

Create New Repork I

Save and Print Preview - Custom - Address Ranges by Address Range Type

10. Use the
Preview
Report button
so to verify
that the
correct data
appears
before you
save.

[[1 Save repart for fubure Lse

O Save for Me Only

O Save for Everyone's Use

11. Check the Save report for future use checkbox and choose Save for Everyone’s Use. This will make your
modified report available to everyone in your municipality. You will find it under the Category of Saved
Reports.

@ SVRS users at the state and county levels will want to use the Save for Me Only option. This will allow you
to use the report in all of the different jurisdictions you have access to. You will find your report under the
Category of My Saved Reports.
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12. Click Finish to complete. When you see a dialog
box confirming that The report has been saved,

the modified report is now availale to run.

@ If you get an error message when trying to save your file, first try and

Finizh

change the file name. If you are still having trouble saving the file,
contact the GAB Help Desk for assistance.

13. To print or export the modified report, return to the Main Menu. From the
Reports node, select the quick task Print Reports. Then select the report

Category of My Saved Reports or Saved Reports.

14. Select your modified report from the list.

15. You may now use any of the options available in the reports node. You may
click the Modify Layout button to further change the layout, or create a
custom filter or custom sort. You can print this report directly or export it to a

file.

@ If you no longer wish to use the report, you may highlight it and select the

Delete button.

E x|

The repart has been saved,

SelectReport

Step 1 of 2
Categony: |y Saved Reports ﬂ
Reports
“ater Listing with 1D Req and Status ﬂ
e
Yoter Listing with ID Req and Status
[elete | M adity Lapout |

Mext

A sample of the report is displayed below. This report was run in the City of Rhinelander and filtered for ID
Required equals “Yes.” A clerk might use this list to double check voters with ID Required, and update them if
they had already provided Proof of Residence. The voters with Inactive or Cancelled statuses can be ignored.

E Microsoft Excel - Rhinelander ID REQ

@_] File= Edit Miew Insert Format Tools Data  Window Help
NEH 29S| FE| & aB S90S E] b 100% - @ B TiesNewRomen -+ 10 - | B T
B20 - fe B39 ALBAM ST
A | B | C | D [E] F
1 |Voter Name Voter Address ID Reyuired Voter Status

| 2 |BAKER, CALAH MAE 216 E FREDERICK 3T FHINELANDEE, W1 54501 TE3 ACTIV
| 3 |BELLILE, MARGARET M 1207 MASON 3T APT 318 FHINELANDER, W1 54501 YE3 ACTIV
| 4 |BOUCHER, MARGARET ROSE 227 DAHL 3T FHINELANDER, W1 54501 YE3 ACTIV
| 5 |BROKAW, MARGARET & 301 E TIMBER DR AFT 7 FHINELANDEE, W1 54501 TE3 ACTIV
| B |CARLEON, CARCLI 171 WESTHILLED A FHINELANDEE, W1 34501 TE3 ACTIV
| / |CHARTIER, BENJAMIN MERRITT 325 M PELHAM 3T APT 2 FHINELANDEE, W1 54501 TE3 ACTIV
| 8 |CLAY,JOZEFHP 926 BRUMER 3T AFT 10 FHINELANDEE, W1 54501 TE3 ACTIV
| 9 |DOLENZHEK, WILLIAIM 421 BPRING LAKE RD FHINELANDEE, W1 54501 TE3 INACT
| 10 |FRIEDERICH, SARAH ANNE 1642 W DAVENPORT 3T APT 15 RHINELANDER, W1 34501 YE3 ACTIV
| 11 |GERRITTS, RICHARD JOHN T12 W PHILLIF 3T APT 210 FHINELANDER, W1 54501 YE3 CANC
| 12 |[HAMMONS, WANDA T 610 JOHN 3T FHINELANDEE, W1 54501 TE3 ACTIV
| 15 |HANSEN, JENNIFER D 327 HILLANDALE AVE FHINELANDEE, W1 34501 TE3 ACTIV
| 14 |HUEER, LACEY MARIE T30 W DAVENPORT 3T FHINELANDEE, W1 54501 TE3 ACTIV
| 15 |JERNIGAN, DAVID ERIC 807 THAYER 3T FHINELANDEE, W1 54501 TE3 ACTIV
| 16 |KLUG, LORRAINET T1E W PHILLIP 3T APT 206 FHINELANDEE, W1 54501 TE3 ACTIV
| 17 |ENACK, JENNIFER PAMELA 603 N PELHAM 3T RHINELANDER, W1 34501 YE3 ACTIV
| 18 |KOST, KILEY MICHELLE 203 PLEASANT 3T FHINELANDER, W1 54501 YE3 ACTIV
| 19 |KUEHN, ELL& M 311 WOODLAND DR FHINELANDER, W1 54501 YE3 ACTIV
| 20 |LAFOND, MARY L 1620 BALSAM 5T FHINELANDEE, W1 34501 TE3 ACTIV
| 21 |LEMMEN:, HELEN MARIE T1E W PHILLIF 3T APT 102 FHINELANDEE, W1 54501 TE3 ACTIV

22 |LIFRCHUTZ, JOSHUA CHARLES 123 PARK FIDGE CT FHINELANDEE, W1 54501 TES ACTIV
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Create Reports

The Create Reports option in SVRS is much like the Modify Reports option. Modify Report keeps the same
basic formatting, so while you can eliminate extra columns of data, you cannot eliminate extra rows. Using

Create Reports, you can design a report with a single record per line.

Creating a New Report Based on the WI Voter Participation Report

@The WI Voter Participation Report is very useful to provide information to candidates, and track voter
participation after an election. However, each voter’s address takes up two lines, and most users would like a
single line per voter. There are other formatting issues which may mean it is easier to create a new report than

to try and modify the old one.

The Create Reports Wizard

~fat Welcome to AESH

8 voter

Yoter Applications

1. To create a new report based on a current report, first select the Reports node, -+ Absentee Applications
then the quick task Create Reports.

[]---\&5 Elections

----- Q Election ‘whark ers
g Palling Place Locations
----- &7 Contacts

2. The Welcome to the Report Wizard screen will appear. Click Next to proceed. || i 3 Payment

Welcome to the Report Wizard

Cick the nestbuten o begin the Flepor Wizard

Net>>

ol

M et =

3. The next screen will display a Report Category dropdown list and a list of
existing reports that fit under the selected category. In this example, we
have selected the Voter category and the Voter Participation report.

@You may notice that many of the reports listed here have slightly different
names from the reports that appear in the Print Reports quick task. You
may need to select the report and go to the next step to verify that the data

fields you need are available within that particular report.

#-F24 Addessing and Districts

----- '@ Calendar
Reports
[#- =4 Labels and Mailings
-3 Scheduler

-] Administration

= Print Reports

Create Fapart

Report Category:

|\-"oter ﬂ
Select a Report View:
Yoter Count By District j

“oter Count By Diztrict and Party
Water Count By Election dnd District
Yater Caunt By Primary District
“oter Count Per City By EP

Yoter Demographics

Water List with Districts

“oter List with Mo DistrictCombo
“oter Lizting

Water Mon - Participation 4 s
Yoter Mon-Participation by Election
Y oker Participation

“Woter Registration History

Yater Statistics By Jurisdiction
WoterList Mumber OF Retumed Ballots
WaterList Undeliverable B allots

Yoters Azsighed Altemate Palling Place
Yoters with Multiple B allots

“oting Higtorge By ober

Wwards Comprising Districts

“Wards Camprizing Feporting Units
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4. clokNext. The Cemmwr-—EESSSSSSS
Report Data sk 1 :

Fie|ds screen Report Data Fields - RPTView_W1_VoterParticipation
W|” appear_ Select the data fields you want to appear on wour report.

Fieport D ata Fields Orientation

‘Woker Home City -
oter Home District [0
“oter Home District MName © Portrait
oter Home DistrictCombo Code
oker Home DistrictCombao (D
“oker Home House Mumber

s

® Landzcape

“oter Home House Number Suffis

“oker Home Mumeric House Mumber

“oter Home State
“oker Home Street Mame |

oter Home Street PostDirection

Woter Home Street PreDirection

‘Woter Home Street Type Code
“oker Home Uit Murnber ﬂ

Cugtom Layout 11" wide

o group by that column

Middle: M ame
Middle Mame

WoterCurent... First Mame Mame Suffix Election Date | “oter Home... | Woter Home.. | Woter Home...

&/ oterCurent...  Last Mame First b arne Marne Suffiz Election Date  “ater Home..  “oter Home..  Water Home A

a. Select the desired Orientation by clicking the radio buttons in the center right. Portrait
means the top of the page will be 8 and 'z inches wide, Landscape means the top of the
page will be 11 inches wide. If you exporting your new report to a file, the orientation will
not make much difference.

b. Search through the data fields listed in the Report Data Fields and find the first piece of
data you want to add to the report. Click on that field, then drag and drop it into the
Custom Layout grid at the bottom of the screen.

In the example above, we have added the VoterCurrentReg Voter Reg Num, Last Name, First Name,
Middle Name, Name Suffix, Election Date, Voter Home Address Line 1a, Voter Home Unit Number,
Voter Home Address Line 3, and we will also add Voter Home Address DistrictCombo Code. This
gives us a nice set of information on the voter, voter’s districts, and the election in which they participated.

¢. You may resize the columns shown here by clicking on the line that forms the border
between two columns and dragging it to the left or right to make the column shorter or
wider.

d. You may reorder the columns by clicking on the column header and dragging and
dropping it into a new position. In the example below, we are moving the Election Date
column to the beginning of the report.

Cuztom Layout 11" wide

b group by that calumn

Election Date - -
WoterCurre... | Last Mame Firzt M arme Middle Ma..

3 Lazt Marme Firzt Mame tiddle Marme

Mame Suffis | Election 0. “oter Home | Waoter Hom.. | Waoter Hom.. | Yaoter Home.

Election D ate

Mame Suffix Water Home.. Yoter Home .. Vaoter Hame . Water Home.

5. When all of the columns are properly arranged, click Next.
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6. Inthe Report
Description and
Options screen,
you will enter the
Report Name.
The name must be
less than 60
characters, should
not include
symbols, and must
be unique
statewide. You
may need to add
your Hindi number
or initials to make
the name unique.

@ You will not use the
Default Report Filter
and Default Sort By

fields. After you have
saved your report, you
can create filters and

sorts before printing it.

7. Click Next.

8. Use the

Create New Report

Report Description and Options

Feport Description

Report Mame: | vater Participation Custom Fepor]

Filker and Sart

Drefault Report Filker: | [Mo Filker)

ﬂ Custarn

Diefault Sort By: | (Select Sart)

ﬂ Custarn

<< Back

Mext > > Cancel

Create New Repork

Preview
Report button

Sawve and Print Preview - Custom - Address Ranges by Address Range Type

so to verify
that the
correct data
appears
before you
save.

[[] Save repart far fubure Lse

O Save for Me Orly

O Save for Everyone's Lse

Check the Save report for future use checkbox and choose Save for Everyone’s Use. This will make your
modified report available to everyone in your municipality. You will find it under the Category of Saved

Reports.

SVRS users at the state and county levels will want to use the Save for Me Only option. This will allow you
to use the report in all of the different jurisdictions you have access to. You will find your report under the
Category of My Saved Reports.
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10. Click Finish to complete. When you see a dialog T e s ]
box confirming that The report has been saved, Finizh '
the modified report is now availale to run.

@ If you get an error message when trying to save your file, first try and
change the file name. If you are still having trouble saving the file,
contact the GAB Help Desk for assistance.

SelectReport
11. To print or export the modified report, return to the Main Menu. From the Step1of 2

Reports node, select the quick task Print Reports. Then select the

report Category of My Saved Reports or Saved Reports. Category: [y Saved Fleports =
Reports
12. Select your modified report from the list. : Al
]|
13. You may now use any of the options available in the reports node. You il
may click the Modify Layout button to further change the layout, or Yoter Participation Custom Fieport amh
create a custom filter or custom sort. You can print this report directly or
export it to a file.
@ If you no longer wish to use the report, you may highlight it and select the
Delete button.
Delete | Modify Lapout |

Mext

A sample of the report is shown below. This report was run in the City of Rhinelander, filtered for Election Date
Equals 4/6/2010, and sorted by Last Name and First Name. A candidate might request this report to get a list of
all voters in her district who voted in a specific election. You may also wish to add the County Sup District and
Aldermanic District columns to this report.

B3 Microsoft Excel - Rhinelander Voter Part

Ii—‘_’] File Edit ‘Wew Insert Format Tools  Data  Window  Help
NGO R TE SR 08 a R e s @ mestenronn -1z o [B]z U [E]= =] %
Al - # Election Date
A | B | B \ D LE L F | G [ H ] | | d
Election Date VoterCwrrentRe Last Name First Name MMid Name Voter Home Address Voter Voter Home Address Voter Home
2 (462010 12:00:00 AR 0018165265 ATAMS AT 421 DOYLE ST FHINELAWDEE, "WI 44276-008-1
?4&31’2010 12:00:00 AM 0701419890 ATEBERETSON  BEETT ZTE 320 3 EASTEEN AVE FHINELAWDEE, "WI 44276-019-1
T4f6f2010 12:00:00 AM 0018172363 ATEEECHT-  CHEEYL J és LYWNHE 3T FHINELAWDEE, W1 44276-006-1
?4&51’2010 12:00:00 AM 0707028770 AWDEESEN  VIGGEO i 03 EBOTCEDE 211E  EHINELAWDEE, WI 44276-015-1
?4%:’2010 12:00:00 AN 0018168526 AMDERSON  VIOLET FEA& 1000 DAY 2T 102  REINELANDER, WI 44276-013-1
T4f6f2010 12:00:00 A 0018167053 AMGELL GECORGE E 715 2 KEENAI 3T FHINELAWDEE, WI 44276-018-1
?4&31’2010 12:00:00 AM 0018165017 AMNIZ DEMNMIZ i 1323 EAGLE 3T FHINELAWDEE, "WI 44276-002-1
74&31’2010 12:00:00 AM 0018165018 AMNIZ DOMMA 1323 EAGLE 3T FHINELAWDEE, "WI 44276-002-1
F4I6f2010 12:00:00 AM 0018170463 AZSCHEMEEEN EOBERT E 338 HIGHVIEW FHINELAWDEE, "WI 44276-014-1
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Pricing on SVRS Data Reports

o

Voter Data Requests.

In order to ensure uniform treatment of requests from candidates and the public, all users should follow the
data pricing guidelines. Full information on data pricing is available at http://gab.wi.gov/clerks/svrs, under

Notes on Data Requests

@ If you receive a request for data
from a member of the public,
candidate, or organization, you
should charge them a $25 flat
fee plus $5 per thousand records
(rounded to the nearest
thousand). This means that
every report should cost at least
$30. The price for a statewide
list tops out at $12,500.

@ Occasionally, you may receive a
request that you cannot fulfill on
your own. The G.A.B. is able to
run queries that local users
cannot. If you are having
difficulty fulfilling a request, you
may choose to refer that person
to the GAB Help Desk instead.

@ The document at the right is the
GAB-361, used to track data
requests. You may wish to use
something similar to frack data
requests in your office.

CGovernment Accountability Beard

Fromi (o Fime Sl
ETT Y e — |

Vi i, 351 e
Fau o 167 et

Ml T s Voter Data Request Form T
I hereby requesi- O Voter Data D An Extimare Deaba:
Faor the Jurisdicdon or Disirict checked below
= State of Wiscomsin Ui Ouiy
= U.5. Congressional District nunsber Track ID:
= State Sematorial District mmsher Esti
= State Aswembly Disrict nembar
Woter Cr
o County of

= City/TewnWillage {circls cme) of
= School Dismct
(ooommon oumica cunified)

(alse denignate the county, above)

{2lse designate the county'countiss abom)
=  County Supsrvisory District member {also desimate the county, above)
= AldermanicVillage Supervisory Dist. &

= Othar

{alse devignate the iy dllags, sbove)

Scope of et

Al registered voters i the jurisdicton district.

Ondy woters from a spacific alection (since Sepansber 2006)
Absextos (Specify alection on lims above or O Perm
[Naoie: Sors mmnicipalities do KOT use SVES fo mamage absamiss]

Eegquesior's Contact Information
Nama:
Address
City S Zip
Phome {with Amea Coda):
Email:

O Check hars to also receive Sles by smail (if powible). You will mecsive your dat exa CD-Rom

O Check hams to mcaive a papsr fils by matl invtesd of slechonic fla.

To-:rn-cmw 3 cost evtimate, contact the G4 B. Help Dack §08-261-2028, by fax at 608-267-0500 o Ty s-mail
at g sk G gor. Requaests are processsd onby when paymeet has bean moaved.  Paymant may be by
cash or check: make chechs paysbls to “Wisconsin Govarnment Acc ountability Board™ for tha amount of the

sstimate. Send requests and payment to the following addmess:

Govermment Accoentability Beard
Woter Diata Requests

112 East Washington Avemms

PO Box TRE4

Madison, Wicomsim 53707-T984

The price for dats from the Shiewide \Voler Regisirafion Sysiem
{EVRE] ks $35 pluc $6 par 1000 wodsre [rounded fo the reanest
fouzand). The sysiem IS consbntly updated, 5o B IS necessary
o guery the syst=m before a price for 3 fie can be provided. The
price for the enfire state st ks capped at §12,500.

Par §.3808), Siais., and Wiscomis Admisisiration Code B0AR 1.50
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Reports

Listed below are commonly used SVRS reports and where you can locate instructions in the application
manual for generating, filtering, sorting, and printing them. Also listed are definitions and help tips (if
any) for each report.

Most Commonly Used SVRS Reports:

1. Voter Transfers
Data Grid Report

. Merged Voter
Information

. Voter Listing

. WI Voter
Registration
Batch List
Report

. WI HAVA Check
Report

. WI Voter Match
Report

. District Combo
Listing

. Address Ranges
by Address
Range Type

. Voters with No
District
Combination

Report Category and Definition

SVRS data grid report generated from the
Voter Transfer node. Report shows those
voters that have moved to a new
municipality and submitted a new
registration application.

SVRS report located in the Voter
category. Report displays voter
records that have been removed
from your jurisdiction through the
voter merge process in SVRS.

SVRS report located in the Voter category.
Report returns a list of registered voters
and addresses. It can include the voter’s
mailing address, ID Required, voter status,
date registered, driver’s license, social
security number, and other info.

SVRS report located in the Applications
category. Report tracks the information
entered into voter applications.

SVRS report located in the Voter category.
Report tracks the HAVA check results for a
municipality.

SVRS report located in the Voter category.

SVRS report located in the Polling Place
category. Report lists the district code for
each district that makes up a district
combination in SVRS.

SVRS report located in the Voter category.
Report lists the address ranges in SVRS
for a particular jurisdiction.

SVRS report located in the Voter category.
Report lists all voters whose district
combination is equal to 1, whose
residential address is not validated and
who will not appear on the poll list.

Helpful Tips (if any)

Should be
generated regularly
to track all voters
who moved out of
our jurisdiction.

This report can be
generated from both
the municipal and
county levels in
SVRS.

This report can be
generated from both
the municipal and
county levels in
SVRS.

Designed for
Providers to verify
info of newly
registered voters
with Reliers.

This report can be
generated from both
the municipal and
county levels in
SVRS.

Finds Duplicate
Death & Felon
Matches.

Should be run
before every
election to ensure all
voters appear on a
poll list.

SVRS Application
Manual

See Voter, page 21;
and Reports, page 3.

See Voter, page 20.

See Voter, page 23;

and Reports, page
22.

See Voter
Application, page 21.

See HAVA Interfaces,
page 2.

See HAVA Interfaces,
page 9

See Districts and

Offices Type, page
14.

See Address Ranges,
page 17.

See Address Ranges,
page 19.
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Reports

10. Polling Place
Listing

11. Vote Count by
Voting Method

12. WI Voter
Participation

14. Candidate Filing
Reports

15. Wisconsin
Election Data
Collection

16. Absentee
Application
Listing

17. WI Absentee
Application
Ballot Log

18. Voter Listing
With Districts

SVRS report located in the Polling Place
category. Report generates a list of polling
places for a municipality or county.

SVRS report located under the Elections
category. Report shows the number of
votes cast in an election, broken down by
ward. Within each ward, shows whether
the vote was recorded as being cast At the
Polls, Absentee, or Other.

SVRS report located in the Voter category.
Report lists the name, address, ballot style
description and ward for each voter who
cast a vote in a particular election.

Generate to track nomination papers and
ballot status of candidates in SVRS.

Electronic form of the GAB-190 generated
outside of the SVRS system.

SVRS report located in the Absentee
category. Report lists absentee
applications entered in SVRS by Election.
Within each Election, applications are
organized by Application Type.

SVRS report located in the Absentee
category. Report lists, by election, the
Name of each Absentee Applicant, along
with the Application Type, the Applicant’s
Address and Ward, when the Application
was received, the Date Ballot Issued, the
Date Ballot Returned, and the date the
vote was recorded for that Applicant.

SVRS report located under the Voter
category. Report shows the voters names
and addresses, along with a list of the
districts they live in.

Report can be used
to help reconcile
vote counts
recorded after an
election.

Report can be used
for candidate data
requests or to help
reconcile vote
counts recorded
after an election.

Required for State
level candidates,
optional for others.

Report can be used
to manage
Permanent
Absentee voters
who have not
returned a ballot for
a specific election.

Report should be
generated before an
election and
distributed to the
polling place to help
track absentee
ballots on Election
Day.

Report can be used
to verify both voter
and district
information.

See Polling Places,
page 6.

See Post Election
Activities, page 15

See Post Election
Activities, page 17;

and Reports, page
27.

See Election Setup.

See WEDCS, page 6.

See Absentee
Applications.

See Absentee
Ballots.

See Reports, page
22.
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